
 

  

 

 

 

 

   

HRIS Ĳ Human Resources Information Solution  

RESOURCE GUIDE: 
AGENCY TRANSIT CARD 



                                                                                                                                 HRIS Resource Guide              
 

                    -  Internal Use Only                              August 16, 2019                              Agency Transit Card    2 

  

AGENCY TRANSIT CARD 
Table of Contents  
TRANSIT CARD MAINTENANCE .............................................................................................................................. 3 

PLATINUM PASS PROGRAM .............................................................................................................................................. 3 
PROCESS OVERVIEW ....................................................................................................................................................... 3 

ASSIGN A NEW TRANSIT CARD AZ10.1 ................................................................................................................... 3 

FIELD DESCRIPTIONS ....................................................................................................................................................... 3 
ISSUE A TRANSIT CARD .................................................................................................................................................... 4 

EMPLOYEE/TRANSIT CARD COMMENTS MAINTENANCE AZ10.2 ............................................................................ 6 

ISSUE REPLACEMENT TRANSIT CARD AZ10.1 ......................................................................................................... 8 

CANCEL TRANSIT CARD (NO REPLACEMENT) AZ10.1 .............................................................................................. 9 

TRANSIT CARD REPORTS ...................................................................................................................................... 12 

REPLACED CANCELED TRANSIT CARDS REPORT AZ273 ........................................................................................................ 12 
INACTIVE EMPLOYEES WITH ACTIVE TRANSIT CARDS REPORT AZ278 ..................................................................................... 14 
EMPLOYEE TRANSIT CARD REPORT AZ283 ....................................................................................................................... 16 

  



                                                                                                                                 HRIS Resource Guide              
 

                    -  Internal Use Only                              August 16, 2019                              Agency Transit Card    3 

Transit Card Maintenance   

Platinum Pass Program  
Capitol Rideshare provides a subsidy to State employees, who reside in Maricopa County and, who 

commute to work using a Valley Metro bus or the light rail. Eligible rides are tracked using the Platinum 

Pass card. ¢ƘŜ ƛƴƛǘƛŀƭ ŎŀǊŘ ƛǎ ŦǊŜŜ ŀƴŘ ǘƘŜ ŦŀǊŜ ƛǎ ŘŜŘǳŎǘŜŘ ƳƻƴǘƘƭȅ ŦǊƻƳ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǇŀȅŎƘŜŎƪ ƻƴ ŀ 

pre-tax basis. The employee will complete the GAO-624 Platinum Pass Application and Payroll Deduction 

Authorization to obtain their initial card and any subsequent replacement cards (if original is lost, stolen 

or damaged). Employees are charged for their rides in the following month. 

Process Overview  
Á Employee Completes Platinum Pass application 

Á Application processed by Agency Transit Card processor 

Á Transit card mailed to ŜƳǇƭƻȅŜŜΩǎ IƻƳŜ !ŘŘǊŜǎǎ ōȅ Arizona Department of Administration ς 

General Accounting Office (GAO) 

NOTE: GAO-624 Platinum Pass Application must be signed by employee before Transit Card 

can be issued or replaced. 

Assign a New Transit Card AZ10.1 

Field Descriptions  
IwL{ ǎŎǊŜŜƴ !½млΦм 9ƳǇƭƻȅŜŜκ¢Ǌŀƴǎƛǘ /ŀǊŘ aŀƛƴǘŜƴŀƴŎŜ ŘƛǎǇƭŀȅǎ ŀƴ ŜƳǇƭƻȅŜŜΩǎ ¢Ǌŀƴǎƛǘ /ŀǊŘ ƘƛǎǘƻǊȅ ŀƴŘ 

is used to assign a new Transit Card or cancel an existing card. The most recent card assigned is 

displayed in row 1.  

Field Descriptions: 
Type -  E  Express card, there is only 1 type of card issued by the State 

St - Card Status:  

A Active  

D Final Billing Requested  

G Inactivated by GAO  

I Inactive 

Replaced Card: Previous Card that had billing linked to the new Transit Card 

Pre-Pay: Amount entered was paid by the employee outside of the normal monthly billing cycle 

or amount is pending as a one-ǘƛƳŜ ŘŜŘǳŎǘƛƻƴ ǘƻ ōŜ ǘŀƪŜƴ ŦǊƻƳ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǇŀȅŎƘŜŎƪΦ 

Start: Date Transit Card is Issued 

End: Date Transit Card is Canceled 
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Issue a Transit Card 
An employee can request a Transit Card by completing the Form GAO-624 and submitting it to their 

Agency Transit Card liaison. The agency will review the form for completeness and process the request 

using the AZ10.1 screen in the HRIS. D!h /ŜƴǘǊŀƭ tŀȅǊƻƭƭ Ƴŀƛƭǎ ǘƘŜ ŎŀǊŘ ǘƻ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ IƻƳŜ !ŘŘǊŜǎǎ 

in HRIS the next business day.  

 

 
 

1. Type AZ10.1 in search field, click Enter 

2. Enter 1 in Company field 

3. Enter Employee Identification Number in Employee field 

4. Click Inquire 

5. Click Assign EXP Card  

 

NOTE: If Assign EXP Card is not available, the employee has an active card displayed in the 
first row. Proceed to Issue Replacement Transit Card section of training guide. 
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1. Click OK to Assign the Transit Card  

OR 

2. Click Cancel to return to AZ10.1 and NOT issue the Transit Card  

 

Transit Card successfully issued will be displayed on AZ10.1: 

 
 

If a Transit Card is assigned in error contact GAO Central Payroll the same business day. GAO 
may be able to reverse the action. 
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Employee/Transit Card Comments Maintenance AZ10.2 
On the AZ10.1 click         as highlighted in the image below, to Add Comments or View Comments. 

 

 

 
 
 

1. Select A in the FC Column drop-down 

2. Type in comment in the Comment field 

3. Click Insert Message(s). Change Complete ς Continue will display in status bar 

4. Click Back to return to AZ10.1 
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The AZ10.1 Comments box now displays a numerical value instead of C indicating comments exist. 
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Issue Replacement Transit Card AZ10.1 
An employee can request a new card by completing the GAO-624 form and selecting the Replacement 

box.  

 

1. Type AZ10.1 in search field, click Enter 

2. Enter 1 in Company field 

3. Enter Employee Identification Number in Employee field 

4. Click Inquire 

5. Click Replace with EXP Card  

NOTE: If Replace with EXP Card is not available, the employee does not have an active card. 

Proceed to Assign a New Transit Card section of training guide. 

 

A replacement fee of $5 will be deducted ŦǊƻƳ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ƴŜȄǘ ǇŀȅŎƘŜŎƪ ŀƴŘ ǿƛƭƭ ŀǇǇŜŀǊ 

as deduction code 3513 ς BUS CARD ς REISSUE ς EE. Comment field is optional. 
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Cancel Transit Card (No replacement)  AZ10.1 
Use the AZ10.1 to cancel a Transit Card at the request of an employee. A card must be canceled when an 

employee is leaving State service. Transit cards are considered State property and must be returned at 

separation. Do not cancel a card if the employee is transferring to another State agency. The card will 

transfer with them to their new agency.  

 

 

1. Type AZ10.1 in search field, click Enter 

2. Enter 1 in Company field 

3. Enter Employee Identification Number in Employee field 

4. Click Inquire 

5. Click Cancel Card 
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End Date will default to current date. This date can be changed to a FUTURE date. Do NOT use a date in 

the past. Do NOT use a Saturday, Sunday or State Holiday Date. The End Date field is used in a report 

sent to the Transit Card vendor to cancel cards. 

Select a Reason: 
Á L -  Lost Card  

Á S -  Stolen Card 

Á F -  Left State Service 

Á G - Damaged 

Á D - Final Billing 

Reason D Final Billing will initiate a request to the Transit Card to vendor to provide current usage 

charges outside of the normal monthly billing cycle. This option is to be used when an employee is 

leaving State service and needs current month charges taken from the final paycheck. 

1. Termination Date field is only required if the Reason D Final Billing is selected.  

2. Click OK to cancel the card or click Cancel to keep the card active and return to the AZ10.1. 
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1. End Date is populated 

2. Optional ς View Comment generated by clicking the comment box  

3. The cancel action creates a comment containing the user ID and the Reason selected on AZ10.8 

 

If a Transit Card is canceled in error contact GAO Central Payroll the same business day. GAO 

may be able to reverse the action. 
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Transit Card Reports  

Replaced Canceled Transit Cards Report  AZ273 
The AZ273 program is used to create a register of all replaced and canceled Transit Cards for a specific 

agency, date, and/or reason code. This report is used by GAO to transmit a log of canceled Transit Cards 

to the vendor for deactivation and final usage details. The report also includes Transit Cards that will be 

linked together.  

 

 

1. Type AZ273 in search field, click Enter 

2. Job Name: Input a unique Job Name 

3. Job Description: Input job description 

4. Company: select 1 

5. Agency: select Agency 

6. Date: select date Transit Cards were replaced/canceled 

7. Reason: (Optional Field) to limit results 

8. Click Add 

9. Click Submit 
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1. Pop-Up window. Click Submit 

2. Click Print Mgr 

3. In the Print Manager, double click the Job Name to view the report results 
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Inactive Employees with Active Transit Cards Report  AZ278 
Report shows all employees in a selected status that have Active Transit Cards 

Required agency action: Cancel the cards on AZ10.1 to prevent further charges from being incurred and 

becoming 100% chargeable to the Agency. 

 

1. Type AZ278 in search field, click Enter 

2. Job Name: Input a unique Job Name 

3. Job Description: Input job description 

4. Company: select 1 

5. Agency: select Agency 

6. Status: select Pending Termination or Final Termination Status. Recommend: T1, T2, T2, R1, R2, 

R3, U1, U2, L4, L5, M2, M3, W2, W3 

7. Click Add 
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8. Click Submit 

 

1. Pop-Up window. Click Submit 

2. Click Print Mgr 

3. In the Print Manager, double click the Job Name to view the report results 
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Employee Transit Card Report  AZ283 
Report lists all active, inactive or both types of cards for the agency.  

 

1. Type AZ283 in search bar, click Enter 

2. Job Name: Input a unique Job Name 

3. Job Description: Input job description 

4. Company: select 1 

5. Agency: select Agency 

6. Processing Option: select one: 

Á 0 Active View all active cards 

Á 1 Inactive View all canceled cards 

Á 2 Both View all cards 

7. Click Add 

8. Click Submit 


